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Contact Name: __________________________________________________________________ 
 
Hotel Name:             __________________________________________________________________ 
 
Address:  __________________________________________________________________ 
 
   __________________________________________________________________ 
 
Phone Number: __________________________________________________________________ 
 
Fax Number:  __________________________________________________________________ 
 
Email Address: __________________________________________________________________ 
 

FIRST OPTION SPACE BLOCKS 
 
The conference will be held over three (3) business days during one week in March 2004  (see below).   
The core conference dates are Monday through Wednesday afternoon (noon), with adjunct meetings  
taking place on the Sunday before the official start of the conference through Friday at 5:30 p.m. after the  
conference adjourns.  The only acceptable dates for this conference are: 
 

February 27 – March 5, 2004 or 
March 5 – 12, 2004 or 
March 12 – 19, 2004 or 
March 19 – 26, 2004 or  

March 26 – April 2, 2004 
 

 
Place a "Yes" next to each date you have available on a first option basis.  The hotel shall hold the space 
on a first option basis for 60 days from deadline date for receipt of quotes: 
 

Date 
2004 

First Option Space Hold - 
YES or NO 

Feb 27 – Mar 5  
Mar 5 - 12  
Mar 12 - 19  
Mar 19 - 26  
Mar 26- Apr 2  

 
The EPA has the right to select the date of its choice. 
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FEMA #:  ________________________ 
 
 
ADA Certification:  The ___________________________ Hotel hereby certifies that it is fully 
compliant with the Americans with Disabilities Act, 42 U.S.C. Section 12101 et seq. (ADA). 
 
 
Quality Rating.  Check one or more of the following ratings and attach evidence of each rating (e.g. 
copy of the page out of the applicable publication or copy of the letter received from the applicable 
rating company): 
 

   Publication 
 First class or higher per the Official Hotel Guide 
 Three crowns or higher per the OAG Business Travel Planner 
 Three diamonds or higher per AAA 
 Two stars or higher per the Mobil Travel Guide 
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Hotel ________________________________________ City _____________________________ 

 
GUEST ROOMS 

 
 

Day 1 
(Fri) 

Day 2 
(Sat) 

Day 3 
 (Sun) 

Day 4 
(Mon) 

Day 5 
(Tues) 

Day 6 
(Wed) 

Day 7 
(Thurs) 

Day 7 
(Fri) 

2 90 291 310 295 125 41 3 
 

Place a check mark (  ) if you can accommodate the guest rooms on the available days.  Please provide 
alternate arrangements, e.g., an overflow hotel with guest room capacity, if you cannot accommodate the 
required number of rooms on the required days. 

 
Check In Time __________         Check Out Time __________ 
 
Cancellation Policy:  __________________________________________________________________ 
 
 
Late Arrival Policy:  ___________________________________________________________________ 
 
 
VIP Treatment:  ______________________________________________________________________ 
 
VIP amenities being offered, if any (quantity and type): _______________________________________ 
 
Complimentary Guest Rooms being offered, if any: __________________________________________ 
 
Complimentary Guest Room upgrades being offered, if any: __________________________________________ 
 
Total Number of Guest Rooms at this hotel: _______________________________________________ 
 
Total Number of Guest Floors:  __________________________________________________________ 
 
Complimentary amenities available to guests:  ______________________________________________ 
 
Fee-based amenities available to guests: ___________________________________________________ 
 
Guest room occupancy tax and surcharges: _________________________________________________ 
 
Guest room tax exempt policy: __________________________________________________________ 
 

CONFERENCE AGENDA PLANNING ROOM BLOCK AND RATES 
(Same answers above apply to the Conference Agenda Planning room block and rates) 

 
The hotel can provide a room block for 25 in the Fall of 2003:          ___ YES    ____ NO 
 
The hotel can provide the current federal lodging rates during this time period: ___ YES   ____ NO 
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Hotel ________________________________________ City _____________________________ 

TENTATIVE SCHEDULE OF EVENTS 
 
If you are offering more than one set of dates for the Conference and different meeting rooms for each set of dates, please 
copy this form and use a separate form for each set of dates.  The Offeror shall include the hotel’s meeting rooms’ floor plan, 
capacity chart, and possible room set-up diagrams (if available) with its RFQ proposal submission.  
 
The hotel can provide one meeting room and function space  for 25 people in a conference style set-up in the  
Fall of 2003:  ___  YES   ___ NO 
 

Day 1  (Sunday) Function * 
Estimated 

Maximum # of 
Attendees 

Tentative 
Setup 

Square Footage 
Available 

Hotel’s 
Meeting Room 
Name 

12:00 p.m. - 24 hours Registration Flow 50 3 Skirted Tables   
12:00 p.m. - 24 hours Literature 

Tables 
Flow 50 2 Skirted Tables   

12:00 p.m. - 24 hours Conference 
Display Booth 

Flow 50    

12:00 p.m. - 24 hours Senior 
Management 
Office 

6 Conference   

12:00 p.m. - 24 hours Speaker Ready 
& Storage 

6 Hollow Square   

3:00 p.m.  – 7:00 p.m. Meeting 40 Hollow Square   
3:00 p.m. – 7:00 p.m. Meeting 40 Hollow Square   
3:00 p.m. – 7:00 p.m. Meeting 150 Chevron 

Classroom** 
  

Total square footage being offered for this day: 
 
* The start and end times for each session and refreshment breaks will be scheduled when the tentative program is given to 
the hotel 45 days out. 
**This room requires a head table for 4 on a riser.
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Hotel ________________________________________ City _____________________________ 
 

Day 2  
(Monday) Function * 

Estimated 
Maximum # of 

Attendees 
Tentative 
Setup 

Square Footage 
Available 

Hotel’s 
Meeting Room 
Name 

12:00 a.m. - 24 hours Registration Flow 350 3 Skirted Tables   
12:00 a.m. - 24 hours Literature 

Tables 
Flow 350 2 Skirted Tables   

12:00 a.m. - 24 hours Conference 
Display Booth 

Flow 350    

12:00 a.m. - 24 hours Senior Mgmt. 
Office 

6 Conference   

12:00 a.m. - 24 hours Speaker Ready 
& Storage 

6 Hollow Square   

Noon – 7:00 p.m. Meeting 40 Hollow Square   
Noon – 7:00 p.m. Meeting 40 Hollow Square   
7:00 a.m. – 8:00 a.m. Refreshments Flow 350    
8:00 a.m. – 9:00 a.m. Meeting 150 Half Rounds   
8:00 a.m. – 9:00 a.m. Meeting 40 Hollow Square   
8:00 a.m. – 9:30 a.m. Meeting 40 Hollow Square   
9:45 a.m. – 11:00 a.m. Plenary 400 Theater**   
11:30 a.m. – 6:00 p.m. Breakout 150 Chevron 

Classroom** 
  

11:30 a.m. – 6:00 p.m. Breakout 150 Chevron 
Classroom** 

  

11:30 a.m. – 7:00 p.m. Breakout 150 Chevron 
Classroom** 

  

11:30 a.m. – 6:00 p.m. Breakout 50 Chevron 
Classroom** 

  

6:00 p.m. – 7:00 p.m. Meeting 40 Hollow Square   
6:00 p.m. – 7:30 p.m. Reception Flow 375 Cocktail Rounds   
Total square footage being offered for this day: 

 
* The start and end times for each session and refreshment breaks will be scheduled when the tentative program is given to 
the hotel 45 days out. 
**This room requires a head table for 4 on a riser.
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Hotel ________________________________________ City _____________________________ 
 

Day 3  
(Tuesday) Function * 

Estimated 
Maximum # of 

Attendees 
Tentative Setup Square 

Footage 
Available 

Hotel’s 
Meeting 

Room Name 
12:00 a.m. - 24 hours Registration Flow 150 3 Skirted Tables   
12:00 a.m. - 24 hours Literature 

Tables 
Flow 400 2 Skirted Tables   

12:00 a.m. - 24 hours Conference 
Display Booth 

Flow 400    

12:00 a.m. - 24 hours Senior Mgmt. 
Office 

6 Conference   

12:00 a.m. - 24 hours Speaker Ready 
& Storage 

6 Hollow Square   

7:00 a.m. – 8:00 a.m. 
3:00 p.m. – 7:00 p.m. 

Meeting 40 Hollow Square   

7:00 a.m. – 8:00 a.m. 
3:00 p.m. – 7:00 p.m. 

Meeting 40 Hollow Square   

7:00 a.m. – 8:00 a.m. Refreshments Flow 350    
8:00 a.m. – 3:00 p.m. Breakout 150 Chevron Classroom**   
8:00 a.m. – 3:00 p.m. Breakout 150 Chevron Classroom**   
8:00 a.m. – 7:00 p.m. Breakout 150 Chevron Classroom**   
8:00 a.m. – 3:00 p.m. Breakout 50 Chevron Classroom**   

8:00 a.m. – 2:30 p.m. 
3:00 p.m. – 5:00 p.m. 

Setup for 
Exhibits 
Exhibits/ 
Refreshments 

Flow 350 20 Tabletops 
10 Poster Stands 

  

11:30 a.m. – 1:00 p.m. Luncheon 375 Rounds**   
5:00 p.m. – 7:00 p.m. Meeting 40 Hollow Square   

Total square footage being offered for this day: 
 

* The start and end times for each session and refreshment breaks will be scheduled when the tentative program is given to 
the hotel 45 days out. 
**This room requires a head table for 4 on a riser.
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Hotel ________________________________________ City _____________________________ 
 

Day 4 
(Wednesday) Function * 

Estimated 
Maximum # of 

Attendees 
Tentative Setup Square 

Footage 
Available 

Hotel’s 
Meeting 

Room Name 
12:00 a.m. – 1:00 p.m. Registration Flow 50 3 Skirted Tables   
12:00 a.m. – 1:00 p.m. Literature 

Tables 
Flow 350 2 Skirted Tables   

12:00 a.m. – 1:00 p.m. Conference 
Display Booth 

Flow 350    

12:00 a.m. - 24 hours Senior Mgmt. 
Office 

6 Conference   

12:00 a.m. – 1:00 p.m. Speaker Ready 
& Storage 

6 Hollow Square   

7:00 a.m. – 8:00 a.m. 
Noon – 5:00 p.m. 

Meeting 40 Hollow Square   

7:00 a.m. – 8:00 a.m. 
Noon – 5:00 p.m.  

Meeting 40 Hollow Square   

7:00 a.m. – 8:00 a.m. Refreshments Flow 350    
8:00 a.m. – Noon Breakout 150 Chevron Classroom**   
8:00 a.m. – Noon Breakout 150 Chevron Classroom**   
8:00 a.m. – Noon Breakout 150 Chevron Classroom**   
8:00 a.m. – Noon Breakout 50 Chevron Classroom**   
Noon – 5:00 p.m. Meeting 40 Hollow Square   

Total square footage being offered for this day: 
 
* The start and end times for each session and refreshment breaks will be scheduled when the tentative program is given to 
the hotel 45 days out. 
**This room requires a head table for 4 on a riser.
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Hotel ________________________________________ City _____________________________ 
 

Day 5 
(Thursday) Function * 

Estimated 
Maximum # of 

Attendees 
Tentative Setup Square 

Footage 
Available 

Hotel’s 
Meeting 

Room Name 
8:00 a.m. – 5:00 p.m. Meeting 40 Hollow Square   
8:00 a.m. – 5:00 p.m. Meeting 40 Hollow Square   
8:00 a.m. – 5:00 p.m. Meeting 40 Hollow Square   

Total square footage being offered for this day: 
 

Day 6 
(Friday) Function * 

Estimated 
Maximum # of 

Attendees 
Tentative Setup Square 

Footage 
Available 

Hotel’s 
Meeting 

Room Name 
8:00 a.m. – 5:00 p.m.  Meeting 40 Hollow Square   

 
* The start and end times for each session and refreshment breaks will be scheduled when the tentative program is given to 
the hotel 45 days out. 
**This room requires a head table for 4 on a riser. 
 

Conference Agenda 
Planning Meeting 

(Fall of 2003) 
Day 1 

Function * 
Estimated 

Maximum # of 
Attendees 

Tentative Setup Square 
Footage 

Available 

Hotel’s 
Meeting 

Room Name 
8:00 a.m. – 5:00 p.m.  Meeting 25 Conference style    
Conference Agenda 
Planning Meeting 

(Fall of 2003) 
Day 2 

Function * 
Estimated 

Maximum # of 
Attendees 

Tentative Setup Square 
Footage 

Available 

Hotel’s 
Meeting 

Room Name 
8:00 a.m. – 5:00 p.m.  Meeting 25 Conference style    

 
 
Do you offer the flexibility of making on-site changes to room assignments and setups during the 
conference? 
 
Yes _____ No _____  Fees, if any:  ____________________ 
 

MEETING ROOM AND FUNCTION SPACE  
 
Meeting Room/Function Space Rental Fee: ________________________________________________ 
 
Are there any complimentary meeting room amenities and equipment? Yes_____ No _____ 
 
Please Explain:  _________________________________________________________________ 
 
Storage Space Policy and Price:  _________________________________________________________ 
 
Receiving of Conference Materials Policy and Price: _________________________________________ 
 
 An entry of “N/C” or “Complimentary” rather than a price indicates there is “No Charge”  for the item. 
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Hotel ________________________________________City _________________________________ 
 

AUDIOVISUAL EQUIPMENT and BUSINESS CENTER SERVICES  

The hotel shall provide the proposed price based upon the estimated maximum quantity. 
 

 
 

DESCRIPTION 

 
 
 

UNIT 

 
GUARANTEED 

MINIMUM 
QUANTITY 

NO. 
DAYS 

 
ESTIMATED 
MAXIMUM 
QUANTITY 

 
UNIT 

PRICE 
(inclusive) 

 
NO. 

DAYS 
 

TOTAL 
AMOUNT 

Cork message board Each 1 4 1  4  
Flipchart pad, stand 
& markers 

Each 4 
 

4 
6 
 

$ 
4 

$ 

Floor microphone 
with stand 

Each 7 
 

3 
11 

 
$ 

3 
$ 

 
LCD Data projector 
w/skirted cart 

 
Each 5 

 4 
5 
 

 

$ 5 
 

$ 

 
Overhead projector 

 
Each 1 

 
1 

1 
 

 
$ 5 

 
 
$ 

Podium microphone Each 5 
 

4 
5 
 

 
$ 

6 
 
$ 

Poster Stands (4’x8’) 
double-sided 

Each 10 
 

1 
10 

 
 
$ 

1 
 
$ 

Power strip with 
surge protector 

 

 

Each 
 

6  6 
 

15 
 

 

$ 6 
 

$ 

 
Signage easel 

 
Each 15 

 4 
20 

 

 
$ 6 

 
 
$ 

Tabletop 
microphones 
w/stands 

Each 8 
 

3 
8 
 

$ 
4 

 
$ 

Technicians  Hours 80 hrs 96 hrs $  $ 
Walkie/Talkie with 
chargers and 
repeaters 

 

 

Each 
 

6 
 

4 
 

6 
 

 

$ 4 
 

$ 

2 Powered speakers 
on stands 

Each  
0 

4 
 

 
$ 4 

 
 
$ 

4 Powered speakers 
on stands 

Each 0 
0 

1 
 

 
$ 

2 
 
$ 

100’ extension cord Each 0 
0 

3 
 

 

$ 3 
 

$ 
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Hotel ________________________________________City _________________________________ 
 
AUDIOVISUAL EQUIPMENT and BUSINESS CENTER SERVICES (cont’d) 
 
 

 Desktop computers on 
skirted stands 

Each 0 
0 

2 
 

 
$ 4 

 
 
$ 

 Laptop computer Each 0 
0 

4 
 

 
$ 

4 
 
$ 

 Teleconference phone Each 0 
0 

1 
 

 
$ 

1 
 
$ 

 VCR & 29” TV on 
skirted cart 

Each 0 
0 

1 
 

 

$ 1 
 

$ 

TOTAL A/V & LABOR CHARGES  

 
 
 

DESCRIPTION 

 
 
 

UNIT 

 
GUARANTEED 

MINIMUM 
QUANTITY 

NO. 
DAYS 

 
ESTIMATED 
MAXIMUM 
QUANTITY 

 
UNIT 

PRICE 
(inclusive) 

 
NO. 

DAYS 
 

TOTAL 
AMOUNT 

High-speed 
Internet access 

Line 
0 0 4 

$ 4 $ 

House Phones Phones 2 
 2 

2 
 
 

$ 4 $ 

Outside Phone 
Line (local calls) 

Minutes 
0 N/A  

60 
 
$ 

N/A $ 

Photocopying 
(double-sided) 

Page 
0 N/A 1,500 

 

 

$ 
N/A $ 

Transparency 
copies 

Page 
0 N/A 25 

 

 
$ 

N/A $ 

Word Processing Hour 
0 N/A 10 

 
 
$ 

N/A $ 

Faxes (incoming) Page 
0 N/A 10 

 
 
$ 

N/A $ 

Faxes (outgoing) Page 0 N/A 10 
 

 

$ 
N/A $ 

TOTAL BUSINESS CENTER SERVICES CHARGES 

An entry of “N/C” or “Complimentary” rather than a price indicates there is “No Charge”  for the item. 
 
NOTE: The EPA has the right to purchase other AV equipment and business center services by any unit categories 
published in the AV and business center price lists, if required. In addition, the unit price shall include any labor required to 
set, change and tear down a room configuration.    
 
Policy and Surcharge for using an outside A/V vendor:  _____________________________________ 
 
__________________________________________________________________________________ 
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Hotel ________________________________________City _________________________________ 
 

PARKING 
 

      
 
CLIN 

 
 
DESCRIPTION 

 
 
 

UNIT 

 
GUARANTEED 

MINIMUM 
QUANTITY 

 
ESTIMATED 
MAXIMUM 
QUANTITY 

 
TOTAL 

AMOUNT 

 
5.1 

 
Parking:  Overnight Conference Guests 

 
Space 

 
0 

 
20 

 
$ 

 
5.2 

 
Parking:  Daily Conference Attendees 

 
Space 

 
0 

 
30 

 
$ 

 
5.3 

 
Parking:  EPA 

 
Space 

 
0 

 
10 

 
$ N/C 

An entry of “N/C” or “Complimentary” rather than a price indicates there is “No Charge”  for the item. 
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HOTEL’S CONTRACT ADMINISTRATOR AND AUTHORIZED SIGNER OF CONTRACT 
 
Hotel Contract Administrator and Alternate: 
 
 Name Title 
Contract 
Administrator 

  

Alternate 
Contract Admin. 
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PAST PERFORMANCE 
 
List of References: 
 
 
 
Date in Hotel Company Contact Person Phone # 
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CLIN 9.0 -    LOCATION ACCESSIBILITY INFORMATION 
 

Average* daytime temperatures in March    _______________ 
 
Average** nighttime temperatures in March    _______________ 
  
Average precipitation in March       _______________ 
 
Proximity of hotel to nearest major airport (miles one-way)  _______________ 
 
Ground transportation (availability, cost, hours of service)  _______________ 
 
Proximity to nearest hospital (miles one-way)   ________________ 
 
Proximity to nearest police station (miles one-way)   _______________ 
 
Proximity to nearest fire department (miles one-way)  _______________ 
 
NOTE:  * Average daytime temperature should be 50 degrees and above. 

** Average nighttime temperature should be no lower than 50 degrees. 
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Hotel ______________________________________________________________________________ 
 
52.212-3 Offeror Representations and Certifications-Commercial Items.  
 
(a) Definitions. As used in this provision:  
"Emerging small business" means a small business concern whose size is no greater than 50 percent of 
the numerical size standard for the NAICS code designated.  
"Forced or indentured child labor" means all work or service-  
(1) Exacted from any person under the age of 18 under the menace of any penalty for its 
nonperformance and for which the worker does not offer himself voluntarily; or (2) Performed by any 
person under the age of 18 pursuant to a contract the enforcement of which can be accomplished by 
process or penalties.  
"Service-disabled veteran-owned small business concern"-  
(1) Means a small business concern- (i) Not less than 51 percent of which is owned by one or more 
service-disabled veterans or, in the case of any publicly owned business, not less than 51 percent of the 
stock of which is owned by one or more service-disabled veterans; and (ii) The management and daily 
business operations of which are controlled by one or more service-disabled veterans or, in the case of a 
veteran with permanent and severe disability, the spouse or permanent caregiver of such veteran. (2) 
Service-disabled veteran means a veteran, as defined in 38 U.S.C. 101(2), with a disability that is 
service-connected, as defined in 38 U.S.C. 101(16).  
"Small business concern" means a concern, including its affiliates, that is independently owned and 
operated, not dominant in the field of operation in which it is bidding on Government contracts, and 
qualified as a small business under the criteria in 13 CFR part 121 and size standards in this solicitation.  
"Veteran-owned small business concern" means a small business concern-  
(1) Not less than 51 percent of which is owned by one or more veterans (as defined at 38 U.S.C. 101(2)) 
or, in the case of any publicly owned business, not less than 51 percent of the stock of which is owned 
by one or more veterans; and (2) The management and daily business operations of which are controlled 
by one or more veterans.  
"Women-owned business concern" means a concern which is at least 51 percent owned by one or more 
women; or in the case of any publicly owned business, at least 51 percent of its stock is owned by one or 
more women; and whose management and daily business operations are controlled by one or more 
women.  
"Women-owned small business concern" means a small business concern-  
(1) That is at least 51 percent owned by one or more women; or, in the case of any publicly owned 
business, at least 51 percent of the stock of which is owned by one or more women; and (2) Whose 
management and daily business operations are controlled by one or more women.  
 
(b) Taxpayer Identification Number (TIN) (26 U.S.C. 6109, 31 U.S.C. 7701). (Not applicable if the 
offeror is required to provide this information to a central contractor registration database to be eligible 
for award.) (1) All offerors must submit the information required in paragraphs (b)(3) through (b)(5) of 
this provision to comply with debt collection requirements of 31 U.S.C. 7701(c) and 3325(d), reporting 
requirements of 26 U.S.C. 6041, 6041A, and 6050M, and implementing regulations issued by the 
Internal Revenue Service (IRS).  (2) The TIN may be used by the Government to collect and report on 
any delinquent amounts arising out of the offeror's relationship with the Government (31 U.S.C.  
 
7701(c)(3)). If the resulting contract is subject to the payment reporting requirements described in FAR 
4.904, the TIN provided hereunder may be matched with IRS records to verify the accuracy of the 
offeror's TIN.  
 


